One Drive for Business

OneDrive is the preferred cloud storage services of Nelson Mandela University. It offers 1TB
storage space. However for many of us Microsoft products remain terra incognita, and we are

often not sure how to use OneDrive on Mac.

OneDrive

OneDrive tips for Mac users:

Setup One Drive

Download and install OneDrive App for Mac for the App Store or from
https://onedrive.live.com/about/en-za/download/

It will be pre-installed with the newest version of MS Office 2019/365
Download and install Office 365Pro from the Portal Page: http://portal.office.com

OneDrive
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Login with your Organisational network credentials

® Microsoft OneDrive

Set up OneDrive

Put your files in OneDrive to get them from any device.



https://onedrive.live.com/about/en-za/download/
http://portal.office.com/

Create OneDrive folder on your hard disk when prompted.
There are a few points of OneDrive Setup that are helpful to watch for:

e On the This is your OneDrive folder screen, click Choose OneDrive Folder Location.

o Microsoft OneDrive

This Is Your OneDrive Folder

Add files here so you can access them from other devices and still have them
on this Mac.

" Choose OneDrive Folder Location

Select a location where you would like to save your OneDrive files and click Choose this

location.
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When you see the This is your OneDrive folder screen, you’ll now see a path to the folder you

selected. Click Next to continue.



@ Microsoft OneDrive

This Is Your OneDrive Folder
Add files here so you can access them from other devices and still have them
on this Mac.
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Your OneDrive folder is 4 jrandall » 3 OneDrive - Contoso
Change Location ‘Next

e On the Sync Files from Your OneDrive screen, you can choose the folders you want to
sync to your computer, and click Next. This conserves space on your computer, and
reduces bandwidth needed for the sync processes.

e When you see Your OneDrive Is Ready for You, the last thing to do is make sure you
select Open at login so my files sync automatically. This will ensure that OneDrive runs

at login and you always have the most up to date version of all your files.

® Microsoft OneDrive

Your OneDrive Is Ready for You

To add files to OneDrive,

Open at login so my files sync automatically

Open my OneDrive - Contoso folder

After you enable OneDrive to open at login, you’re done! Click Open your OneDrive folder to

see your files sync to your folder.



That’s it — the setup process is complete.

You can find OneDrive up in your Menu bar. You’ll have a cloud icon for every account you’ve
connected to OneDrive. So you’ll have one cloud if you’re only syncing a work or school

account, one cloud if you’re syncing only a personal account, or two clouds if you’re syncing
both.

OneDrive is up to date
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OneDrive preference settings.

Click on the ™= to reveal additional options.
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C..) OneDrive is updating files...

Nelson Mandela University

Processing changes

Open OneDrive = Nelson Mandela University Folder
Preferences

View online

Pause Syncing

Send Feedback

Quit OneDrive
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Select Preferences => then Account



@& Account

1 L @ d0a

Preferences Account MNetwork Office About

OneDrive — Nelson Mandela University (ssauls@nmmu.ac.za)

600 MB of 1024 GB cloud storage used Add an Account
Manage Storage  Unlink this Mac

1 Location is Syncing

OneDrive - Nelson Mandela University
264 MB used on this C Choose Folders Stop Sync

1 To change the folders that you're syncing, click Choose Folders for that location, and then
choose the folders that you want to sync. To stop syncing a site, click Stop Sync, untick
the folder. (Copies of the files remain on your computer. You can delete them if you

want.)
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Sync Files from Your OneDrive

The files you sync will take up space on this Mac
Sync all files and folders in OneDrive - Nelson Mandela University
Or sync only these folders:

Files not in a folder (8 KB)
» 3 8 Accounts (181 KB)
» @ [0 Apple (28 MB)
b B 19 Attachments (0 KB)
» @ B9 car (215 MB)
> 9 Documents (17 MB)
k3 9 Job (213 KB)
@ 19 K-Arts (113 KB)
» 8 7 MacDeploy (1KB)
» B 7 MobilityPrint {33 MB)
» [ [ Notebooks [0 KB)
» B 9 Outlook (41 KB)

Location on your Mac: /& ssauls » [[] OneDrive - Nelson Mandela University
Selected: 464 MB Remaining space on Shaheem SSD: 53,6 GB

Cancel

You’ll also see a folder in Finder called OneDrive — Nelson Mandela University.
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Drag it to the Sidebar for easy access
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Turn on Finder integration

If you’re on OSX 10.10 or higher, get sync status directly from Finder by enabling Finder

overlays in Settings.

First, click the Apple logo in the top left corner of your Mac Desktop and select System

Preferences, then select Extensions in the top-level menu (shown in the 3rd row from the top).
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click on the OneDrive Finder Integration to enable Finder overlays.
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Use Apple and third-party extensions to customize your Mac.

All q -
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You’re all set.

Open up your OneDrive folder in Finder to see overlays on your files and folders.
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Right click or hold control key and click on a folder to see more options.

Open in New Tab
Move to Trash
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Z Choose OneDrive folders to sync
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Free up space

I

I

I

I

: Get Info

| Rename

| Compress “Apple”

| Duplicate

| Make Alias

| Quick Look "Apple”

|  Share >
| Quick Actions >

Copy "Apple”
Import from iPhone >

Use Groups

Sort By >
Show View Options

Show Preview Options

9 090000

Tags...

Folder Actions Setup...
Reveal in Windows

Mew Terminal Tab at Folder
Mew Terminal at Folder



Common Sync Error.

When naming folders and files, keep it short and avoid
special characters. Wrong - This*is_not%S$how to
name.a.file on onedrive.docx

Correct. — This 1s how to name a file.docx or ThisIsHowToNameAFile.docx

<& OneDrive needs your attention

Nelson Mandela University

1 problem with your OneDrive
Click here to view sync problems

[ NS 1 problem with your OneDrive — Nelson Mandela University

This*is_not%$how to name.a.file on onedri... e

Use OneDrive

Your OneDrive folder contains three default folders — Documents, Pictures and
Public. You can add other folders and change their hierarchy as you wish. Now,
if you want to upload any files or folders on OneDrive, simply drag-and-drop
them into the folder. This makes them accessible from any computer or device
that has OneDrive client installed on it or, alternatively, you can access them via

web interface. https://onedrive.live.com/about/en-za/

Or via the Staff Portal http://portal.office.com



https://onedrive.live.com/about/en-za/
http://portal.office.com/
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Application Catalogue
Endnote

File Director

Mendeley

Microsoft Office Training
Office 365 ProPlus

One Drive

Own Cloud

Statistica

Read & Write Gold 11

OneDrive for Mac can be used for version control. If you shared documents
with your colleagues and collaborated on them, the service allows you to track
the changes and who made them — check “Version History’ menu option. (Online

Only)

OneDrive can be used as your default documents folder and you can
automatically sync notes and upload photos from your camera to this cloud

service.

Syncing 64 files - 141.3 MB of 344.5 MB

<

Faverites
@ airDrop
E) All My Files
<™ iCloud Drive
#% Applications
§ [ esktop
% Documents
© pownloads
Davices
2 system

E) pata

Shared
@ Al

@ remote Disc

design - Documents
music » [ Images
& OneDrive (3 s¢-originals

soft

a
-
L
L
B

=

yt-tips-screens.psd
Downloading - 3.5 M8 of 4.7 MB

screens,psd

Downloading - 4.5 MB of 17.7 MB

Airy-bundle-1260-946.psd

Downloading - 10.0 ME of 79.2 MB
promo.psd
Downloading - 11.5 MB of 42.6 MB

promo-screens.psd

Downloading - 40.3 ME of 118.5 MB

1-elmedia.jpg

If you want to save space on your hard drive, there is an option called Selective
Sync. It allows you to choose which folders need to be synced on your

computer and on OneDrive.

That’s it for now — I do hope these OneDrive tips on Mac help you master the service
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